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Introduction  
 
The National Health Service Corps (NHSC) program facilitates connections between primary, dental, and 
psychiatric care providers and communities in need by supporting providers who choose to work in 
underserved areas of the US. In 2011, the NHSC expanded their Scholarship and Loan Repayment 
programs to include ƳƻǊŜ ǘƘŀƴ млΣллл ŎƭƛƴƛŎƛŀƴǎ ǇǊƻǾƛŘƛƴƎ ŎŀǊŜ ǘƻ ǘƘŜ ƴŀǘƛƻƴΩǎ ǳƴŘŜǊǎŜǊǾŜŘ ŎƻƳƳǳƴƛǘƛŜǎΦ 
The NHSC also provided funding to the State Primary Care Offices (PCOs) in Indiana, Minnesota and 
Wisconsin along with 33 other states to implement two-year projects to support and track the retention of 
NHSC health care providers in underserved communities.  In the Midwest, Indiana, Minnesota and 
Wisconsin initiated a project to support the retention of NHSC providers in underserved areas by 
developing a Retention Toolkit of resources to help NHSC sites with provider retention. Similar to a 
providerΩs medical bag, the Retention Toolkit has a variety of instruments or tools for use at each stage of 
ŀ ƘŜŀƭǘƘ ŎŀǊŜ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ retention plan. This toolkit includes worksheets, sample surveys, agendas, and 
plans that may be utilized with all of these types of providers although many of the samples are based on 
physician retention.  The tools ensure they are properly orientated to the practice, integrated into the 
community along with their family and recognized for their service and impact on local health care.  The 
toolkit also features a national and state resource section with websites and contact information. 
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Retention Issues  
 
Immense resources are invested by underserved health care organizations to recruit and train health care 
providers, therefore it is critical to retain those providers and protect that investment, both from a 
business and community perspective.  For a community, health care provider turnover is disruptive to 
health care delivery, continuity of care and patient loyalty. The estimated costs of replacing one primary 
care physician can result in $20,000 to $30,000 in recruitment and a loss of $300,000 to $400,000 in 
annual gross billings plus additional costs related to ancillary employment within the community. 1After a 
health care provider has been recruited, it is critical to understand the challenges they face in providing 
health care in the community and what can be done to support their efforts.  Long term retention begins 
with recruitment; matching a ŎŀƴŘƛŘŀǘŜΩǎ ǇǊŜŦŜǊŜƴŎŜǎ ǘƻ the attributes of your community will go a long 
way in ensuring a successful, long term solution to the health care needs of your community.  Without 
such a foundation, all retention building post-hire will have little impact on retaining a provider who does 
not fit your community. 

Midwest NHSC Heath Care Facility Interviews  

To identify retention issues and best practices among NHSC sites, the National Rural Health Resource 
Center (The Center) conducted a focus group by phone with 10 site administrators from the three states 
representing Federally Qualified Health Centers, Rural Health Clinics, community mental health centers 
and hospital affiliated primary care clinics from rural and urban areas.  Sites indicated the following 
retention challenges: lack of individual clinic staff responsibility for retention; limited salary and benefit 
resources; retaining providers after completion of their loan repayment obligation; and limited 
partner/spouse/partner employment opportunities.  Some successful retention strategies included 
affiliations with local Universities to offer continuing education and professional networking, creating 
retention committees, conducting satisfaction surveys, and provider recognition efforts, including a 
άtrovider of the Yearέ award selected by peers. 

Midwest NHSC Health  Care Provider Retention Survey  

To identify retention factors which were favorable to providers, the Center surveyed 123 health care 
providers from IN, MN and WI, with a 48% overall response rate.  One third of the respondents were 
mental health providers, 26% advanced practice nurses, 16% dentists, 12% physicians, 9% physician 
assistants and 2% dental hygienists. The respondents were evenly split between rural (52%) and urban 
(48%) communities with over 20,000 in population. Fifty-five percent had been in the practice two to three 
years and 38% over four years. The majority planned to stay in the practice following completion of their 
NHSC obligation, although 26% were not sure they would stay at the site.  The most important retention 
factors cited included: 

¶ Professional relationships with partners and colleagues 

¶ Workload/call schedule 

¶ Compensation/benefits 

¶ Community/lifestyle 
 
The financial incentives most frequently offered by sites beyond the NHSC loan repayment included 
continuing education reimbursement, increasing paid time off and retirement. However, the financial 

                                                      
1
 Shotwell, Steve. Physician Retention Plan. 2011. Michigan Center for Rural Health 
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incentives reported to be the most important to providers were increased compensation and medical 
insurance. 
 
The providers ranked the recognition activities,  community integration and participation in clinic/hospital 
decision making as most important; however, less than one-third of the sites offered these activities.  Non-
financial strategies typically offered by NHSC sites were provider/satisfaction feedback surveys, teaching 
opportunities, and participation in clinic/hospital decision making.  
 
These two examples show important it is to gain provider feedback on what they see as important so as to 
design incentive offerings that can best address those desires. 
 

The health care providers were asked what else they felt was important that would help encourage them to 
stay at their current practice site: Survey Comments: 
Lower case loads or more staff to lower case loads.  The work load and expectations tend to causes high 
burnout. 
Better integration into the community as an individual provider and a practice.  
L ƭƻǾŜ Ƴȅ Ƨƻō ŀƴŘ L ŎƻǳƭŘƴΩǘ ƛƳŀƎƛƴŜ ǿƻǊƪƛƴƎ ŀƴȅǿƘŜǊŜ ŜƭǎŜΗ  ¢ƘŜ ǇŜƻǇƭŜ L ǿƻǊƪ ǿƛǘƘ ŀǊŜ ƎǊŜŀǘ ŀƴŘ ǘƘŜ 
patients make coming to work worthwhile. 

Other Retention and  Workforce Report s 

The South Dakota Department of HealthΩǎ Office of Rural Health conducted a Recruitment and Retention 
Survey in May 2012. Health care providers ranked incentives and reasons which they considered to be 
most important in their decision to remain practicing in their community.  Competitive salary was rated as 
the most important issue in the retention of providers. Family oriented setting; educational facilities for 
children; incentives (bonuses, health insurance and sick leave); and employment opportunities for 
spouse/partners also ranked very high.2 
A workforce study conducted among social workers in North Dakota found that  47% indicated that 
άōǳǊƴƻǳǘκǎǘǊŜǎǎέ was the least enjoyable aspect of their Ƨƻō ŀƴŘ άƴƻǘ ōŜƛƴƎ ŀōƭŜ ǘƻ Ǉŀȅ ŀ ŎƻƳǇŜǘƛǘƛǾŜ 
ǎŀƭŀǊȅέ ǿŀǎ ǎŜŜƴ ŀs the most serious problem related to recruitment and retention of social work staff. 3   
 

Top 10 Retention Factors  
As noted in the survey, focus groups and previous studies, a number of factors impact retention. A 
comprehensive retention plan should address all of these as much as feasible for the site and community.  

¶ Availability of relief coverage for vacations, holidays and family emergencies. 

¶ Quality of public elementary and secondary schools. 

¶ Compatibility with others in health care community. 

¶ Availability of quality housing. 

¶ Availability of practice partners and consulting specialists. 

¶ Income potential. 

¶ Employment opportunities for spouse/partner/partner. 

¶ Help with retiring education loans at start of practice. 

                                                      
2
 South Dakota Department of Health Office of Rural Health Recruitment and Retention Study. May 2012. 

3
 North Dakota Social Work Workforce Report, Quinn, A., Phillips, A., Heitkamp, T. University of North Dakota Department of 

Social Work, November 2011. 
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¶ Availability of continuing education opportunities. 

¶ Opportunity to be a preceptor. 
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Retention Plan  
 
The core component of health care provider retention is to maintain regular contact with new providers 
and their families to stay informed of their community and workplace adjustment, and to mitigate any 
potential problems that could impact retention. Retention begins as soon as a provider signs an agreement 
or accepts an employment offer and continues throughout the length of their practice.  A formal retention 
plan including scheduled professional and community interactions and staff accountable for those tasks is 
recommended.  One person should be designated to coordinate or oversee the plan; however, a 
committee approach to implementation can be considered.  The key components of the Retention Plan 
should include:  
          1.  Goals, timeline and person accountable 

          2.  Committee or those part of the plan 

          3.  Resources (materials, community and health care contacts, and budget) 

          4.  Elements of Retention 

          5.  Evaluation (outcome measures) 

     

 

Retention Plan Samples  (Sample documents are located at the end of the document) 

1. Michigan Physician Retention Plan  

An introduction to retention and a plan outlined into 3 steps (3-page Word Doc) 

2. Essentia Physician and Provider Retention Plan  (Tentative Inclusion)  

A detailed checklist of retention steps with accountability and timeline (7-page Word Doc) 

3. Virginia Department of Health Retention Plan  

An action plan with steps (1-page Word Doc) 

4. Quad-state Partnership Basic Three -Year Retention Plan  

Outline of retention plan steps by year (1-page Doc) 
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Retention Elements  
 
Your retention efforts should begin actually at the time of recruitment. Ensuring a good match and 
establishing open communication between the facility and provider through the employment, 
credentialing and relocation process will build a strong foundation. 

Orientation  

Once the new health care provider begins practice in your community, you need to implement a variety of 
strategies that that accomplish the following objectives: 

¶ Welcoming and orient the new provider and spouse/partner to the health care community 

¶ Welcoming and fully orienting the provider and family to the community and region 

¶ Arranging ƻǇǇƻǊǘǳƴƛǘƛŜǎ ŦƻǊ ǘƘŜ ǇǊƻǾƛŘŜǊ ŀƴŘ ŦŀƳƛƭȅ ǘƻ άŎƘŜŎƪ-ƛƴέ, provide feedback and ask 
questions 

¶ Matching ŀ ƳŜƴǘƻǊ ƻǊ άōǳŘŘȅέ ǘƻ ǘƘŜ ǇǊƻǾƛŘŜǊ ŦƻǊ ǘƘŜ ŦƛǊǎǘ ȅŜŀǊ 

¶ Addressing concerns or issues that may encourage the provider or family to leave the practice and 
community  

¶ Recognizing the provider for service and special accomplishments 

¶ Satisfying compensation, education and benefit needs to the extent possible 
 

Orientation/Onboarding Samples 

1. Michigan  Center for Rural Health (3 Steps)  

New Provider Orientation Checklist Step 1. Detailed list of items to prepare provider for practice 
with timelines. (5-page Word Doc) 
New Provider Orientation Checklist Step 2. Detailed list of items to prepare provider for practice 
with timelines. (5-page Word Doc) 
New Provider Orientation Checklist Step 3. Detailed list of items for retention over 3 years with 
timelines. (5-page Word Doc) 

2. National Rural Health Resource Center Orientation Check -Off List  

Detailed list of orientation items and outline (2-Page Word Doc)  

3. National Rural Health Resource Center Orientation and Retention Overview  

Review of retention issues and solutions with orientation outline. (31 slide pdf) 

 
Practice  Feedback Samples 

Using a practice feedback process to check on the retention status of the health care providers in your 
community is important to conduct annually in terms of perceptions of job satisfaction. This type of 
feedback is conducted one on one between the retention committee lead and the provider. 

1. National Rural Re cruitment and Retent ion Network, Recruiting for Retention, 
2002, The Retention Questionnaire  

Assessment questions for providers (2-page Word doc)  
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Provider Satisfaction  Surveys   
Provider satisfaction surveys are excellent tools to help build the communication process between 
employer and employee and assess potential retention issues regarding the understanding of the mission 
of the organization, benefits, compensation and technology.  Satisfaction surveys are generally anonymous 
and best if conducted by a third or neutral party. It is imperative that if the surveys are conducted that the 
cumulative results are shared with leaders in the organization as well as the providers and that issues are 
addressed. 

Provi der Satisfaction Survey Samples  
Some samples are physician-based but could be modified for other health care providers. 

1. Michigan Center for Rural Health, Physician Satisfaction Questionnaire  

Introduction to survey and survey tool (3-page Word Doc) 

2. Quad-state Partnership Sample Clinician Survey s 

     Provider Satisfaction Surveys (3-page Word Doc) 

3. Mountain States Group Physician Feedback Template  

     Physician Satisfaction Survey template (3-page Word Doc) 

Recognition Activities  
Recognition of all employeesΩ service is important, and it is no different with providers. Practicing in rural 
and underserved communities is more challenging for providers as it generally means more frequent time 
spent on-call, larger caseloads, and patients with economic barriers including lack of insurance and 
transportation.  Below are some examples of the types of recognition activities to include in the retention 
plan and they should occur throughout the year.  The following events or accomplishments could be 
recognized through press releases, plaques, facility website, staff and/or board meetings and 
organizational newsletters. 

¶ Years of service  

¶ Practice research, presentations, publications 

¶ Patient satisfaction survey results or testimonials 

¶ Achievement of Meaningful Use of electronic health records 

¶ Hospital or community board or committee service (i.e. EMS Medical Director, Public Health Nurse, 
Medical Examiner, Sports Team Health Care Provider, Quality Team) 

¶ Teaching and precepting students for local high schools and state colleges, universities, and Area 
Health Education Centers 

¶ Board Specialty Certification renewal 

¶ National Nurse, Mental Health Provider, Dental Day 

¶ Remember to recognize all employees, not just physicians 

Recognition Activity  Samples 

1. Marshfield Clinic Shining Star Program  

Recognition of health care provider with a philanthropic gift to the facility  
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Mentor P rogram s 
! ƳŜƴǘƻǊ ǇǊƻƎǊŀƳ ƻǊ άōǳŘŘȅ ǎȅǎǘŜƳέ ƛǎ ŀ ŦƻǊƳŀƭ ǇǊƻŎŜǎǎ ǘƻ match a peer provider or administrative 
leader to the new provider for the first year of practice.  The mentor or buddy is advised to meet monthly 
with the new provider for a meal, a break or recreationally to discuss retention factors, obtain feedback 
and help the retention coordinator or committee follow up on issues.  The topics of discussion may 
include: 

¶ Acceptance to the practice and community 

¶ Spouse/partner and family satisfaction with the community 

¶ Quality of work environment (practice size, electronic health record, referrals) 

¶ Ability to pursue continuing education 

¶ Satisfaction with personal and professional support and time schedules 

 

Mentor Program Samples  

1. Michigan Center for Rural Health, Mentor Program Outline   

     Outline for provider and social mentor program (2-page Word Doc) 
 

Other Retention Tools  
If a health care provider leaves your community, whether it is because of the end of an obligation for loan 
repayment retirement or some other reason, take the opportunity to learn something from the departure.  
An exit interview may help you determine the reasons behind the providerΩs decision to leave, gain their 
perspective on the practice or community, and learn information that they may have been uncomfortable 
sharing with the organization while employed. 

1. Quad-states Partnership, Sample Exit Interview Form  

Questionnaire for health care provider employment exit interview (1-page Word Doc) 

2. Michigan  Center for Rural Health, Physician Exit Interview  

 Exit survey form (2-page Word Doc) 
 
 

Financial Retention Samples 

 
Some health care sites offer financial incentives for retention for years of service.  Health care facilities 
should develop these arrangements and written agreements with legal counsel.  Recruitment expenses 
such as moving or board exams covered by the facility should not be tied to an obligation if the provider is 
applying for loan repayment with a service obligation. 

1. Michigan Center for Rural Health, Promissory Note   

(2-page Word Doc) 
 
Compensation is a critical retention factor as noted in the Midwest Health Care Provider Retention Survey 
and other surveys of health care providers. Health care provider compensation can be impacted by the 
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facilities various relationships and contracts related to service reimbursement, including cost-based for 
Critical Access Hospital and Community Health Center designations, Medicare primary care bonuses for 
underserved areas in addition to new methods such as Accountable Care Organization and Medical/Health 
Care Homes.  The important item to consider is that health care providers will compare their salaries by 
state or nationally, therefore sites should be aware of what the competition is offering your providers. In 
addition to national organizational surveys, contact your state member of the National Rural Recruitment 
Retention Network or State Office of Rural Health to see if the organization conducts and offers a salary 
survey free or for a fee. 
 
Please be advised that National Health Service Corps providers may only serve one obligation at a time and 
providers are limited to one state or federal loan repayment program per year.  Additional years of NHSC 
Loan Repayment may be applied for on a year to year basis for up to a total of 6 years of service.  Providers 
must apply 90 days before the contract end date for each subsequent year.  After a provider has 
exhausted loan repayment opportunities through NHSC he or she could then participate in a state loan 
repayment program or employer-based loan repayment option.  
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Retention Plan Samples  

Michigan Physician Retention Plan  

 
Introduction 

 

The key to physician retention is to maintain regular contact with physicians and their families to stay 
abreast of how they are adjusting, and to anticipate any problems that may develop.  The most critical 
ŜƭŜƳŜƴǘ ƛƴ ŀƴȅ ǊŜǘŜƴǘƛƻƴ Ǉƭŀƴ ƛǎ ŀ ƳŜŎƘŀƴƛǎƳ ǘƻ ά/ƘŜŎƪ Lƴέ ƻƴ ǘƘŜ ǇƘȅǎƛŎƛŀƴΩǎ ŜȄǇŜŎǘŀǘƛƻƴǎΦ  ¦ǘƛƭƛȊŜ 
regularly scheduled professional and social interactions to measure the effectiveness of the retention 
effort. 
 
In the 2009 Retention Study; Administrators, Practice Managers, and Recruiters stated that an effective 
retention plan must identify one person to coordinate the process.  In this tool that individual is referred 
to as Physician Services.  
 
Recruiting cannot be considered completely successful until the physician is on staff and productive to the 
point of providing a service to the community and producing enough revenue to support the new practice.  
Therefore, the retention function should ensure that the physician and his or her family are successfully 
acclimated to their new location.   
 
Retention efforts will not be wasted because it is far less costly to retain one promising provider than to 
recruit another. Estimated costs of replacing one primary care physician can result in $20,000 to $30,000 in 
recruitment, loss of $300,000 to $400,000 in annual gross billings plus additional costs related to ancillary 
employment within the community.  
 
Physician Retention is a process: 
 

¶ Strategic planning tells the organization where they are going and how they will get there. 

¶ A provider demand assessment should review efficiency issues, patient volumes and types of 

patients, market share, and determine the type of provider who will fit that need (associate staff or 

medical staff). 

¶ ¢ƘŜ ǊŜŎǊǳƛǘƳŜƴǘ Ǉƭŀƴ ƛƴŎƭǳŘŜǎ ǎƻǳǊŎƛƴƎΣ ǇǊŀŎǘƛŎŜ ŘŜǎŎǊƛǇǘƛƻƴΣ ŎǊƛǘŜǊƛŀ ŦƻǊ ƘƛǊŜΣ ŀƴŘ άŦƛǘέΦ 

¶ Interviewing and evaluation process should be defined as part of the planning.  Keep the surprises 

to a minimum (any on-going issues will rise to the top during recruitment). 

¶ Hiring should move the new physician smoothly into relocation and orientation. 

¶ Orientation is step one in developing a retention plan that is part of a total process, which includes 

a feedback loop (exit interviews, succession planning and the strategic plan). 

¶ Exit interviews should be held with all physicians who voluntarily leave the organization to 

determine correction points in strategic plan.  
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In the 2009 Retention Study, physicians indicated that professional satisfaction was critical to retention.  
The orientation template is a step-by-step process designed to efficiently and effectively introduce the 
physician into your community and health system.  The three-year Physician Retention Plan provided for 
this study is a template; it is intended to allow for the unique personality of each community and health 
care facility.  The model is provided in Word format, which will allow the retention manager, the ability to 
refine as necessary. 
 
¢ƘŜ ƳƻŘŜƭ ƛǎ ƴƻǘ ƛƴǘŜƴŘŜŘ ǘƻ ōŜ άƻƴŜ ǎƛȊŜ Ŧƛǘǎ ŀƭƭΦέ  Lǘ ǎƘƻǳƭŘ ōŜ ƳƻŘƛŦƛŜŘ ǘƻ ǘƘŜ ǎƛȊŜ ŀƴŘ ŎƘŀǊŀŎǘŜǊ ƻŦ ȅƻǳǊ 
facility. Is the new physician employed by the hospital? Is he/she a Primary Care Provider or Sub-
Specialist?  Is the practice an independently owned certified Rural Health Clinic or a Federally Qualified 
Health Center? The action steps were developed after reviewing several Orientation Plans from health 
care centers in Michigan and across the United States.   
 
The period between the signing of the contract and actual arrival in the community may be several 
ƳƻƴǘƘǎΦ  Lǘ ƛǎ ǘƘŜ ƳƻƳŜƴǘ ǿƘŜƴ ǘƘŜ wŜǘŜƴǘƛƻƴ tƭŀƴ ƛǎ ŎǊǳŎƛŀƭΦ άCƛǊǎǘ LƳǇǊŜǎǎƛƻƴǎέ ƳŜŀƴ ŀ ƭƻǘΦ  aŀƛƴǘŀƛƴƛƴƎ 
communication and  
responding to questions or requests for assistance in a timely fashion builds confidence in the 
effectiveness and efficiency of the hiring organization.  Identifying the relocation team (realtor and mover) 
is essential. The relocation team can also be a key conduit of information between the organization and 
the family. 
Step One begins with the signed employment agreement.  
 

¶ Keep in contact after contract is signed; communicate often. 

¶ Ensure licensure and credentialing process is progressing. 

¶ Communicate with realtor on relocation. 

¶ Plan orientation sessions: Community, practice site, hospital. Send to physician. 

¶ Maintain routine communication. 

¶ 9ƴǎǳǊŜ ǘƘŜ ǇƘȅǎƛŎƛŀƴΩǎ ƻŦŦƛŎŜ ŀƴŘ ŜȄŀƳ ǊƻƻƳǎ ŀǊŜ ǊŜŀŘȅΦ 

¶ Obtain office space and complete necessary renovations. 

¶ Plan social events that help ease family members into the community. 

 
Step Two begins the first day in the community. 
 

¶ Provide a detailed orientation schedule for first two weeks prior to relocation. 

¶ Welcome the physician and their family within the first week of relocation.  

¶ ά²ŜƭŎƻƳŜέ ōŀǎƪŜǘ ǎŜƴǘ ǘƻ ǘƘŜ ƘƻƳŜ ƻƴ ǘƘŜ ƴŜǿ ǇƘȅǎƛŎƛŀƴΩǎ ŦƛǊǎǘ Řŀȅ ƻŦ ǿƻǊƪΦ 
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¶ Include meeting with hospital administration (if applicable). 

¶ Hospital tour (include relevant department directors). 

¶ Clinic tour (lunch with staff).  

¶ Clinic orientation involves the new physician with issues regarding equipment, office space 

scheduling, support staff, business cards, etc. 

¶ Physician mentor introduced (if applicable). 

¶ Contact the spouse and family to see how they are adjusting to the community and to integrate the 

social mentor (if applicable). 

¶ Marketing sends announcement introducing the new physician to the clinic and system. 

 
Step Three involves the first six months, first year, second year, and third year. 
  

¶ Monthly meetings with identified Hospital Administrators, practice managers, and mentor as 

identified in plan.  Develop and offer feedback on practice development and discuss problems or 

any other topics relevant to the situation. 

¶ Monthly meetings with identified VPs, practice manager and mentor as identified in plan.  Develop 

and offer feedback on practice development and discuss problems or any other topics relevant to 

their situation. 

¶ Marketing of practice or outreach needs to be incorporated into the process. 

¶ As information becomes available, track patient volume, and revenue and expenses.  After three 

months schedule quarterly meetings for the remainder of the first year (15-minute meetings). 

¶ Recruiter meets with physician after two months to see if expectations have met reality. 

 
The rŜǘŜƴǘƛƻƴ ǇǊƻŎŜǎǎ ŘƻŜǎ ƴƻǘ ŜƴŘ ŀŦǘŜǊ ǘƘǊŜŜ ȅŜŀǊǎΦ Lǘ ƛǎ ŀ Ŏƻƴǘƛƴǳƻǳǎ ŀŎǘƛǾƛǘȅ ǿƘŜǊŜ ǘƘŜ ŦŀŎƛƭƛǘȅ ά/ƘŜŎƪǎ 
ƛƴέ ŀƴŘ ŀǎƪǎ ǘƘŜ ǉǳŜǎǘƛƻƴΣ άIƻǿ ŀǊŜ ǿŜ ŘƻƛƴƎΚέ  
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Essentia Physician and Provider Retention Plan  

 

 

 

 

 
Physician Retention Plan   
 
Candidate Name 
  

 
               

Accountability 
 

Prior to Recruiting 

 Recruitment Team Section is ready to recruit. Practice model is established and 
is clearly communicated to candidate including call, patient 
load, work week, outreach, etc. 

 Recruiter Screen candidate for interest in community, system and 
section. 

 Section Chair Section Chair contacts candidate to discuss practice and 
screens Candidate. 

 Prior to First Visit 

 Recruiter Recruiter talks to candidate about visit needs. 

 Recruiter/Recruitment 
Coordinator 

Send gifts after visit, if appropriate. 

 Recruiter If no gift is sent, recruiter sends thank you note or follows up 
with a phone call/email. 

 Section Chair, Director, 
Clinic Administrator 

Section Chair sends email or makes a phone call thanking 
candidate for interviewing. 

                                                 Verbal Offer 

 Recruiter Recruiter makes verbal offer and notifies Section Chair, 
Clinical Chief, and VP that verbal has been made or verbal 
offer is made together. 

 Section Chair, Director, 
Clinic Administrator, 
Recruiter 

Section chair follows-up with candidate within three days of 
verbal offer to address questions, clarify offer and express 
desire for candidate to join section. 

 Section Chair, Recruiter Section Chair assigns Physician Mentor 

 

 

Recruiter/ Recruitment 
Coordinator 

Recruiter works with candidate to ensure candidate applies 
for medical license, completes credentialing packet, discuss 
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timeline and start date.  

 

Accountability 

 

Verbal Offer (cont.) 

 

 

Recruiter/ Recruitment 
Coordinator 

Mentor Agreement is sent to physician Mentor and Director.  
Recruitment provides information about new physician 
starting including CV, contact information, start date, etc.  
Mentor is also asked to email new hire. 

 Contract Received 

 Recruiter/ Recruitment 
Coordinator 

Recruiter calls or emails candidate to acknowledge receipt of 
contract and notifies Section Chair, Clinical Chief, VP and 
Director that a signed contract has been received.  Email sent 
to candidate introducing employment team. 

 Employment Coordinator Employment Coordinator discusses business 
appointment/house hunting visit with candidate. 

 Section Chair, Director, 
Clinic Administrator 

Section Chair calls or e-mails candidate within a week of 
receipt of contract to welcome them to their section. 

 Prior to House Hunting/Business Appointment Visit 

 Section Chair, Recruiter Section Chair assigns Physician Mentor.  Coordinator sends 
note or e-mail to new physician advising them that a mentor 
has been assigned and will be contacting them. 

 Recruiter Recruiter e-mails the Mentor Agreement to physician Mentor 
and Director to provides information about new physician 
including CV, contact information, start date, etc. Recruiter 
also asks mentor to email new hire. 

 Mentor, Director, Clinic 
Administrator,  

Physician mentor contacts new physician prior to house 
hunting visit. 

 Employment Coordinator Coordinator invites spouse/partner in for a campus tour and 
to meet some of the staff in the section while spouse/partner 
is here for business appointments. 

 Recruiter Recruiter checks in monthly with new physician. 

 Employment Coordinator Employment Coordinator e-mails or sends a list of helpful 
websites to orient to community. 

 Employment Coordinator Employment Coordinator contacts new physician and requests 
charge capture sheets, if available. If a surgical specialty, also 
requests copies of standing orders, discharge orders, 
equipment lists and preference cards. 

 
        

Section Chair, Director, 
Clinic Administrator, Clinic 

Section Chair talks to candidate to discuss practice start-up 
needs for candidate (equipment, discussions with other 
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Manager, Employment 
Coordinator 

sections, etc.). Use Practice Start-up Checklist. 
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               Accountability House Hunting/Business Appointment Visit 

 Employment Coordinator Employment Coordinator completes House 
Hunting/Business Appointment checklist to include 
introduction to coding and reimbursement. (Employment 
sets up meeting) 

 Clinic Manager or Clinic 
Administrator 

Clinic Manager or Clinic Administrator meets with new 
physician to discuss office/practice needs. (PPR sets up 
meeting) 

 Employment Coordinator, Mentor New physician meets with mentor (Employment sets up 
meeting). 

 
Prior to Start Date 

 Mentor, Director, Clinic 
Administrator 

Mentor will continue to inform new physician of 
developments within group and department as described in 
Mentor Agreement. 

 Section Chair, Director, Clinic 
Administrator 

Section Chair checks in monthly with new physician. 

 

 Employment Coordinator Employment Coordinator works with Clinic Manager to 
ensure business cards are ordered, office space has been 
identified, PC and phone have been ordered and all 
elements of practice set-up for individual candidate has 
been initiated. 

 Employment Coordinator Employment Coordinator prepares moving day gift bag. 

Orientation 
 

Employment Coordinator /ƻƻǊŘƛƴŀǘƻǊ ŘŜƭƛǾŜǊǎ ά²ŜƭŎƻƳŜέ ƎƛŦǘ ōŀƎ ǘƻ ǇƘȅǎƛŎƛŀƴΩǎ ƴŜǿ 
office or gives to them at business appointments. 

 Employment Coordinator Physician completes 2-3 day orientation coordinated by 
Employment, scheduled for 2nd or 4th Monday of month. 
Meeting with Section Chair should be included. 

 Section Chair, Director, Clinic 
Administrator 

Physician completes section orientation (Section Orientation 
Form)-generic form on DC Practice Intranet site. 

 Employment Coordinator, Clinic 
Manager 

Employment Coordinator or Clinic Manager orders rolls and 
ŎƻŦŦŜŜ ǘƻ ōŜ ŘŜƭƛǾŜǊŜŘ ŦƻǊ ǇƘȅǎƛŎƛŀƴΩǎ ŦƛǊǎǘ Řŀȅ ƻŦ ǇǊŀŎǘƛŎŜ ǘƻ 
welcome into section, if desired. 

 Marketing/Public Relations 

 

Marketing/PR announces new physicians per protocol (for 
hospital practices, refer to Section Chair/Chief for location). 

 Marketing/Public Relations Party or dinner for new physician and family is arranged by 
section ($300-$400) for this event).   

    Mentor, Director, Clinic Physician mentor meets with new physician and checks in 
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 Administrator daily during first week of employment as described in 
Physician Mentor Agreement. 

 

 

 Marketing/Public Relations New Physician is listed in the Soul & Science newsletter as a 
new employee. 

 Employment Coordinator Employment department schedules physician to meet with 
Duluth Clinic President and EVP. 

1-3 Months 

    
 

Recruiter wŜŎǊǳƛǘŜǊ ŜƳŀƛƭǎ ƴŜǿ ǇƘȅǎƛŎƛŀƴ ǘƻ άŎƘŜŎƪ ƛƴέΦ 

    
 

Mentor, Director, Clinic  

Administrator, Clinic Manager 

Physician Mentor continues to meet with new physicians as 
described in Physician Mentor Agreement. 

    
 

Reimbursement Analyst 4-6 week new physician audit and feedback on coding and 
reimbursement. 

    
 

Section Chair, Director, Clinic  

Administrator, Clinic Manager 

Director or Clinical Manager schedules time for Section 
Chair/Chief and Director to meet with new physician for 3-
month meeting to review practice ramp-up, retention 
questions (attached) and practice development needs. 

4 ς 6 Months 

 Director, Clinic Administrator Section Chair, VP and Director review 3-month orientation 
survey. 

 Mentor Physician Mentor continues to meet with new physician as 
described in Physician Mentor Agreement. 

 Director, Clinic Manager, Clinic  

Administrator 

Meeting is scheduled for Section Chair/Chief and 
Director/Clinic Administrator to meet with new physician for 
6-month meeting to review practice ramp-up, retention 
questions (attached) and practice development needs. 

 Reimbursement Analyst 6-month review of coding and reimbursement, if applicable. 

7-9 Months 

 Mentor Physician Mentor continues to meet with new physician as 
described Physician Mentor Agreement. 

 Section Chair, Director, Clinic  

Administrator, Clinic Manager 

Director or Clinical Manager schedules time for Section 
Chair/Chief and Director to meet with new physician for 9-
month meeting to review practice ramp-up, retention 
questions (attached) and practice development needs. 

 Mentor Physician Mentor continues to meet with new physician as 
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described Physician Mentor Agreement. 

  Year 1 

 Section Chair, Director, Clinic 

Administrator 

A meeting is scheduled for Section Chair/Chief and 
Director/Clinic Administrator to meet with new physician for 12-
month meeting to review practice ramp-up, retention questions 
(attached) and practice and development needs. 

 Mentor Physician Mentor continues to meet with new physician as 
described Physician Mentor Agreement. 

 Section Chair Section Chair schedules time to meet with new physician for 12-
month review of New Physician Feedback received from 
credentialing department. 

  6 Months 

 Recruitment Invited to annual event with President and EVP. 

  Year 2 

 Section Chair, Director, Clinic  

Administrator 

Director or Clinical Manager schedules time for Section 
Chair/Chief and Director/Clinic Manger to meet with new 
physician for 24-month meeting to review practice ramp-up, 
retention questions (attached) and practice development needs 

 Section Chair Section Chair schedules time to meet with new physician for 24-month 
review of New Physician Feedback received from credentialing 
department. 

 Mentor Physician Mentor continues to meet with new physician as described 
Physician Mentor Agreement. 

  Exit Interview (if applicable) 

 Employment If a physician chooses to leave the Duluth Clinic, Employment will set up 
an exit interview with President 

 
 

Year 1-2 Social Activities 

 
 

Physician and Provider Recruitment Contact List 
 

 

 

  See Community Connection Events Schedule ς Public Relations 
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Virginia Department of Health Retention Plan  

 

Action Step Lead Person Deadline 

Create retention committee   

Meet with new provider on monthly 
basis to assess  integration progress 

  

Meet with spouse on monthly basis 
to assess spouse and family 
integration progress 

  

Have quarterly social for medical 
staff and spouses 

  

Conduct retention questionnaire with 
medical staff 

  

Meet with all providers on quarterly 
basis to discuss retention issues and 
address concerns 

  

Develop long-range medical staff 
development and retention plans 
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Quad-state Partnership Basic Three -Year Retention Plan  

 

Sample retention plan 
o Train the staff and board for their respective roles in the recruitment and 

¶ retention process: 

¶ Improve recruitment skills; identify roles for successful retention. 

¶ Team and organization development. 

¶ Identify key retention strategies; these can be specific to your area or 

¶ region, or can be generalized, but have readily available for reference. 
o Be supportive and responsive to provider needs: 

¶ Provider-oriented efforts, including: medical director development and 

¶ mentoring programs; 

¶  provisions for continuing medical education, including cultural 

¶ competencies; 

¶  management of information systems with links for providers. 

¶ Clinical systems development. 

¶ Provider τ organization relationships: board, administrator, local, state 

¶ and federal partners. 

¶ Promote development of personal and organizational issues. 

¶ Arrange for teaching appointments, research opportunities, if requested. 

¶ Promote local, state and national involvement in primary-care issues. 
o Improve or upgrade financial packages offered, as feasible: 

¶ Analyze competitiveness of position. 

¶ Assure competitive compensation package, including: 

¶  Salary 

¶  Benefits 

¶  Incentives 

¶  Time off 

¶ Articulate that an improved plan exists. 

¶ Promote site and provider, help build strong patient base. 
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Basic three-year retention plan 
Initial activities: 
ω !ǎǎƛǎǘŀƴŎŜ ǿƛǘƘ ƳƻǾƛƴƎ ŀƴŘ ƛƴƛǘƛŀƭ ŀŘƧǳǎǘƳŜƴǘΦ 
ω ²ŜƭŎƻƳƛƴƎ ǊŜŎŜǇǘƛƻƴǎΣ ƛƴŎƭǳŘƛƴƎ ƳŜŘƛŎŀƭ ŀƴŘ ƻŦŦƛŎŜ ǎǘŀŦŦΦ 
ω IƻǎǇƛǘŀƭ ƻǊƛŜƴǘŀǘƛƻƴΣ ƛŦ ŀǇǇǊƻǇǊƛŀǘŜΦ 
ω tǊŀŎǘƛŎŜ ǎǘŀǊǘ-up activities. 
ω tǊŀŎǘƛŎŜ ƳŀǊƪŜǘƛƴƎΦ 
ω {ƻŎƛŀƭ ŀŎǘƛǾƛǘƛŜǎΦ 
ω !ŘƧǳǎǘƳŜƴǘ ŦƻǊ ǇƘȅǎƛŎƛŀƴΣ ŀƴŘ ŦŀƳƛƭȅ τ ǳǘƛƭƛȊŜ ŀ άōǳŘŘȅέ ǎȅǎǘŜƳΣ ƳŜƴǘƻǊΦ 
 
Year one: 
ω [ǳƴŎƘ ƻǊ ŘƛƴƴŜǊ ƳŜŜǘƛƴƎ ǿƛǘƘ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ όǉǳŀǊǘŜǊƭȅύΦ 
ω aŜŜǘƛƴƎ ǿƛǘƘ ǇƘȅǎƛŎƛŀƴ ƭƛŀƛǎƻƴ ǘƻ ŎƻǾŜǊ ōǳǎƛƴŜǎǎ ŀǎǇŜŎts (monthly). 
ω hǘƘŜǊ ǇǊŀŎǘƛŎŜ ŀǎǎƛǎǘŀƴŎŜΣ ǎǘŀŦŦ ǘǊŀƛƴƛƴƎ όǉǳŀǊǘŜǊƭȅύΦ 
ω {ǇƻǳǎŜ Ǿƛǎƛǘǎ ƻǊ Ŏŀƭƭǎ όƳƻƴǘƘƭȅύΦ 
ω {ƻŎƛŀƭ ŀŎǘƛǾƛǘƛŜǎ όƳƻƴǘƘƭȅύΦ 
 
Years two and three: 
ω aŜŜǘƛƴƎ ǿƛǘƘ ǘƻǇ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ όǎŜƳƛ-annually). 
ω aŜŜǘƛƴƎ ǿƛǘƘ ǇƘȅǎƛŎƛŀƴ ƭƛŀƛǎƻƴ όōƛƳƻƴǘƘƭȅύΦ 
ω tǊŀŎǘƛŎŜ ōǳǎƛƴŜǎǎ ŀǎǎƛǎǘŀƴŎŜ όǉǳŀǊǘŜǊƭȅύΦ 
ω {ǇƻǳǎŜ Ǿƛǎƛǘǎ ƻǊ Ŏŀƭƭǎ όǉǳŀǊǘŜǊƭȅύΦ 
ω {ƻŎƛŀƭ ŀŎǘƛǾƛǘƛŜǎ όǉǳŀǊǘŜǊƭȅύΦ 
 
Successful recruit = candidate stays at least three years with an organization. 
Transition and activities to new environment can promote good relations for all employees. 
Be flexible, and adjust plan as needed. 
 
(General Outline Based on Physician Recruitment & Retention, Practical Techniques for Exceptional 

Results, Roger Bonds & Kimberly Pulliam, AHP, Inc., 1991.) 
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Sample orientation plan for new clinicians 

 
It is important that the new provider feels at home at the center and that all pertinent 
information is at his or her disposal. Here are some tips for orienting the new provider to 
the center. 
ω DƛǾŜ ǘƘŜ ǇǊƻǾƛŘŜǊ ŀ ŦƻǊƳŀƭ ǘƻǳǊ ƻŦ Ŧacilities and staff introductions, including 
time to meet with ancillary and support staff and board of directors. 
ω tǊƻǾƛŘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǊŜƎŀǊŘƛƴƎ ǘƘŜ ǇǊŀŎǘƛŎŜ ŀƴŘ ƛǘǎ ǇƻƭƛŎƛŜǎΣ ƛƴŎƭǳŘƛƴƎΥ ƭƛŀōƛƭƛǘȅ 
issues, technical assistance and support services available, practice manual 
and care plan, appointment system and scheduling; call schedule, clinical 
duties, mid-level supervision, continuing education policy, quality assurance 
program and expectations, mentoring and precepting opportunities and 
committee structures. 
ω wŜǾƛŜǿ ǇǊŀŎǘƛŎŜ ǇǊƻŎŜŘǳǊŜǎΣ ƛƴŎƭǳŘƛƴƎ ǇŀǘƛŜƴǘ ǊŜŎƻǊŘ ŀƴŘ ōƛƭƭƛƴƎ ǎȅǎǘŜƳǎΣ 
patient demographic information, key elements to the practice dynamics. 
ω LƴǘǊƻŘǳŎŜ ƪŜȅ ǇǊƻŦŜǎǎƛƻƴŀƭ ŎƻƭƭŜŀƎǳŜǎ ŀƴŘ ŎƻƴǎǳƭǘŀƴǘǎΦ 
ω hǳǘƭƛƴŜ ƘƻǎǇƛǘŀƭ ŀƴŘ ǊŜŦŜǊǊŀƭ ǊŜƭŀǘƛƻƴǎƘƛǇs, emergency procedures, practice 
protocols for referrals, partner organizations and agencies introduced. 
ω DƛǾŜ ŀ ŘŜǘŀƛƭŜŘ ŜȄǇƭŀƴŀǘƛƻƴ ƻŦ ōŜƴŜŦƛǘǎ όŦƻǊ ŜȄŀƳǇƭŜΥ ƘŜŀƭǘƘΣ ƭƛŦŜ ƛƴǎǳǊŀƴŎŜΣ 
disability, professional allowances, continuing medical education, vacation), 
employee policy and procedure manual, employee services. 
ω 5ƛǎŎǳǎǎ ǊƻǳǘƛƴŜ ǇŀǇŜǊǿƻǊƪΣ ƛƴŎƭǳŘƛƴƎ ƭƛŎŜƴǎǳǊŜΣ 5ǊǳƎ 9ƴŦƻǊŎŜƳŜƴǘ !ƎŜƴŎȅ 
certificate, credentialing checklists (should be credentialed prior to start, but 
review status). 
ω tǊƻǾƛŘŜ ŀƴŘ Ǝƻ over policies for use of cell phone and pager, review the call schedule 
and expectations of schedule, and availability for administrative 
duties. 
ω wŜǾƛŜǿ ƳŀǊƪŜǘƛƴƎ Ǉƭŀƴǎ ŀƴŘ ǇǊƻŎŜŘǳǊŜǎ όŦƻǊ ŜȄŀƳǇƭŜΣ ǇǊŀŎǘƛŎŜ ƻǇŜƴ ƘƻǳǎŜ 
welcome, newspaper ad or article). 
ω Ask about personal and professional needs and implement a plan for increased 
responsibility with time, transition period, expectations. 
ω 5ƻŎǳƳŜƴǘ ǘƘŜ ƻǊƛŜƴǘŀǘƛƻƴ ǇǊƻŎŜǎǎ ƛƴ ƴŜǿ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴƴŜƭ ŦƛƭŜΦ  
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Orientation/Onboarding Samples  
Michigan Center for Rural Health (3 Steps)  

 
 
 

NEW PROVIDER PRE-ORIENTATION CHECKLIST 
 

STEP ONE of THREE 
 

 
PROVIDER NAME:           MD    DO    PA    NP    
                                    (First                                        Middle                                      Last) 
 
PROVIDER SPECIALTY:       
 
 
ANTICIPATED START DATE:   
 
 
ORIENTATION:      
 
 
PATIENTS:  
 
 
CLINIC LOCATIONS:          A    B                   C                  D                   F  
(Check Primary Location)  
 

 
 Task Description        Party Responsible      Date Completed        Notes/comments  
  
 PHYSICIAN SERVICES 
 
              Return employment     
              agreement to physician       

 
Process signing bonus/ 
promissory note 
         
Send welcome letter 
to physician     

 
Initiate internal 
announcements  
providing notification of 



26 
 

new provider     
 

Notify department chair 
(Hospital)  

 
Notify credentialing     

 
Notify credentialing  
coordinator (Hospital)   

 
 
 
Task Description       Party Responsible        Date Completed         Notes/comments  
 
Initiate relocation  
assistance to provider  
(if needed)     

 
Arrange pre- 
employment visit      

 
Notify human resources  

 
Copy of employment 
agreement to finance 

 
Prepare press   
announcement   

 
Hospital newsletter  
announcements  

 
Welcome letter to  
new physician and  
family from clinic staff with  
photo of clinic and staff  

  
Website page  
announcement  

 
Photo arrangements  

 
Develop provider profile 

 
Develop new provider  
marketing strategy, ads,  
letters, etc.  
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 Develop and distribute 

press release  
   

Order lobby signs  
 
Mentor(s) notified and  
assigned (if applicable)  

 
Schedule pre- 
employment physical 
 
Schedule hospital  
orientation time      
develop and distribute  
orientation schedule  

   
 
 
 
Task Description        Party Responsible      Date Completed          Notes/comments 
 
Arrange for welcome gift  
at physician office on start  
date also at physician  
home for family 

 
Copy of first and second  
week schedule to  
physician 

 
Welcome reception  
(Orientation) order  
welcome cake  
 
CREDENTIALING  

 
Initiate licensure/DEA  
Application processes  
(if needed) 

 
Meet with new provider  
to complete 3rd party  
payer applications 
 
Notify malpractice  
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Notify hospital to  
send credentialing  
application  

 
Process 3rd party payor  
applications 

 
Set-up accounts for  
billing  

 
Electronic billing vendor  
notified  

 
Follow-up on all hospital 
and 3rd party payor  
application  

 
HUMAN RESOURCES  

  
I-9, W-4, benefit  
enrollment forms,  
security  

 
Salary/Payroll- draw  
amount, bonus, taxes, etc.  

 
 
 
 
Task Description        Party Responsible       Date Completed         Notes/comments 
 
HR benefits review  
 
Confidentiality agreement  
(done at orientation)  

 
Name/Security badge  

 
State/County Medical  
Society  

 
CLINIC MANAGER/NURSE  

 
Medical assistant assigned  

 
Rooms assigned  
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Work station assigned    
  

Determine office hours 
 

Lab coats ordered  
 

Dictaphone ordered  
 

Business cards ordered   
 

Revise letterhead  
 

HIPPA orientation  
 

Order RX pads   
 
COMMUNICATION CENTER  

 
Schedule template  
developed (Staffing needs,  
scheduling preferences  
reviewed with provider) 

 
Master schedule entered 

 
Assign provider schedule  
name  

 
Paper ordered/paper  
number assigned  

  
Complete answering  
service provider form  

 
 
 
Task Description        Party Responsible       Date Completed         Notes/comments 
 
Notified answering  
 
Install/Change signage  
(front lobby, rooms, wall)  

 
INFORMATION SERVICES      

 
Voice mail assigned  
number assigned  
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Task Assigned Party Responsible         Date Completed         Notes/comments 
 
Email name assigned  

 
Computer installed  

 
 

(Activities varyτthese are suggestions) 
 

5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ά/ƘŜŎƪ-Lƴέ 
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NEW PROVIDER ORIENTATION CHECKLIST 
STEP TWO of THREE 

 
 

PROVIDER NAME:           MD    DO    PA    NP    
                                    (First                                        Middle                                      Last) 
 
PROVIDER SPECIALTY:       
 
ANTICIPATED START DATE:   
 
ORIENTATION:      
 
PATIENTS:  
 
CLINIC LOCATIONS:          A    B                   C                  D                   F  
(Check Primary Location)  
 

 
Task Description       Party Responsible        Date Completed         Notes/comments  

 
PHYSICIAN SERVICES 

 
Bring welcome basket to   
family on the day of arrival 
in new home 

  
 WEEK ONE:  
 Day One  
 

Breakfast with hospital  
CEO 

 
General orientation of  
organization, committee  
structure/responsibilities, 
board/staff meetings 
       
Tour of hospital (Introduce  
directors and managers of key 
services; Lab, Radiology,  
Nursing, Emergency Room,  
etc.) 

 
Human Resources: 
Compensation/Benefits, tax 
forms, I.D. badge, parking 
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Lunch with Mentor?  
(available medical staff) 

    
Department call  
responsibilities  
 
Referral process 
(Internal and external) 

 
Medical Records  

 
Credentialing Services 

 
Information Management: 
EMR, External Access, 
Hospital Website 

 
Hospital Pharmacy 
And Therapeutics  

 
General tour of the 
Medical Buildings/EMS     
introductions  

 
ώ/ƭƛƴƛŎŀƭ {ŜǊǾƛŎŜǎ ŜƴǎǳǊŜǎ ǘƘŀǘ ǘƘŜ ǇƘȅǎƛŎƛŀƴΩǎ ƻŦŦƛŎŜ ƛǎ ŎƭŜŀƴŜŘ ϧ ǊŜŀŘȅ όŦǳǊƴƛǘǳǊŜΣ ǘŜƭŜǇƘƻƴŜ ϧ ŎƻƳǇǳǘŜǊ ƭƛƴŜǎ 
installed, starter office supplies, etc.), exam rooms are cleaned & stocked, mailbox in mailroom, RX pads, and 
appointment cards have been ordered.] 

 
Day Two     

 
Breakfast with practice  
Manager (clinic keys,  
parking access, office  
hours)    

 
Clinic patient market area 
(Map of state and region)  

 
Relationships with other  
departments/affiliated  
clinics and programs,  
Referral System  

  
Insurance: HMO/Managed  
Care, Medicare/Medicaid 
Private Pay, Uninsured 
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Information and forms: 
Billing and Coding 

 
Clinic Tour 

 
Lunch (All available  
clinic staff)  

 
Patient Scheduling 

 
Clinic Pharmacy  

 
Office supplies &  
equipment 
 
Information Management: 
EMR, Computer, Sign On, 
External Access, etc. 

 
Call Schedule  

 
Phone system, voice mail, 
pager, answering service,  
dictation/Medical Records   

 
Patient complaints and  
Incident Reports   

 
Days 3-5  

 
Regular Office Schedule  

 
Community mentor contacts  
{ǇƻǳǎŜ ά/ƘŜŎƪǎ ƛƴέ  
(if applicable)   
 
End of Week 
 
Welcome reception at clinic:  
LƴǾƛǘŜ ǇƘȅǎƛŎƛŀƴΩǎ ŦŀƳƛƭȅΣ  
medical staff, hospital  
administration & community. 

 
Week Two 

 
Monday Breakfast, practice  
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manager meets with  
physician to discuss first  
week, work flow, other  
issues. 
 
aŜƴǘƻǊ ά/ƘŜŎƪǎ Lƴέ ǿƛǘƘ 
new physician for breakfast 
or lunch. Any unexpected  
issues or questions.  

 
(Activities vary widelyτthese are suggestions) 
 
NEW PROVIDER ORIENTATION CHECKLIST 
 
Meet with: 
 

Hospital CEO 
Medical Director 
Sr. Director of Medical Services 
Human Resources 
Director of Client & Payer Relations 
Director of Financial Services 
Coding Supervisor & Educator 
Clinic Manager 
Clinical Operations Supervisor 
Communications Manager 
Director of Facility and Materials 
Manager of HIM 
Information Services Orientation (Phone System, Computer System) 
Laboratory Supervisor, 
Director of Occupational Health (30 days out) 
Sr. Director of Finance (30 days out) 
Radiology Supervisor 
Sr. Director of Business Operations  
Director of Pharmacy 
Physical Therapy 
Managed Care Liaison 
Mentor(s) 
Shadowing 
Department Chair  
Hospital Orientation 
Welcome Lunch (es) 
Medical Education Coordinator 
Other:   
 

  (Activities vary widelyτthese are suggestions) 
5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ά/ƘŜŎƪ-Lƴέ  
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NEW PROVIDER ORIENTATION CHECKLIST 
STEP THREE of THREE 

 
 

PROVIDER NAME:           MD    DO    PA    NP    
                                    (First                                        Middle                                      Last) 
 
PROVIDER SPECIALTY:       
 
ANTICIPATED START DATE:   
 
ORIENTATION:      
 
PATIENTS:  
 
CLINIC LOCATIONS:          A    B                   C                  D                   F  
(Check Primary Location)  
 
 
PHYSICIAN SERVICES 

 
First Three Months: Monthly meetings with hospital CEO (or relevant administrator) and the new physician 
to get feedback on practice development and discuss problems or any other topics relevant to their situation. 
¢ƻ ǇǊƻǾƛŘŜ ŦŜŜŘōŀŎƪ άƛƴǘŜǊǾŜƴǘƛƻƴǎέ ƻǾŜǊ ŀ ǇŜǊƛƻŘ ƻŦ ǘƛƳŜΣ ŦƻǎǘŜǊ ƻƴ-going communication & to ensure that 
the new physician feels valued to the group & community (by giving positive feedback from patients, other 
physicians, and community members, etc.).  These meetings can build goodwill between the new physician 
and administration.  As information becomes available, track patient volume, revenue and expenses.   
 
After three months: Quarterly meetings for the remainder of the first year. (15 minute meetings.) 

 
Task Description     Party Responsible      Date Completed       Notes/comments  

 
Review coding and  
documentation at  
three weeks. Follow up  
at three months and  
six months.  

 
New physician (and  
family) attend a small  
dinner party at the  
tƘȅǎƛŎƛŀƴ aŜƴǘƻǊΩǎ  
home within 2-3 
 weeks of the new  
physician start date. 
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Marketing issues a press  
Release to the local  
newspaper, places print  
and other advertising  
introducing the new  
physician.  

 
 
Task Description     Party Responsible      Date Completed       Notes/comments  
 
 
Physician Mentor meets  
with new physician  
monthly to continue to  
provide information,  
guidance and support. 

 
Community Mentor  
Contacts the Spouse on  
a monthly basis to see  
how she/he and family  
are acclimating to the  
community and new  
lifestyle. 

 
ά/ƘŜŎƪ LƴΦέ tǊŀŎǘƛŎŜ  
manager, meets with new  
physician every two weeks 
(first six months) to ensure 
smooth professional  
acclimation. (15 Minute  
meeting)     

 
Marketing of practice or  
Outreach incorporated  
into the process.  

 
Recruiter talks to new  
physician and spouse  
during first six to twelve  
months to see what  
improvements could be  
made in the relocation  
and practice orientation/ 
retention processes for  
future physicians.  
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Annual meeting with the  
Hospital CEO or Senior  
Medical Leadership 
 
Year 2 
 

¶ ά/ƘŜŎƪ-Lƴέ .ƛ-monthly meetings with the Physician Mentor or other as assigned. (Physician Services) 

¶ Quarterly meetings with the Clinic practice manager. 

¶ Social mentor or physician services calls the Spouse on a bi-ƳƻƴǘƘƭȅ ōŀǎƛǎ ǘƻ άŎƘŜŎƪ ƛƴέΦ όƛŦ ŀǇǇƭƛŎŀōƭe) 

¶ Annual meeting with the Hospital CEO. 

¶ Physician Services surveys the new physician after 2 years to see what improvements could be made in 

the Physician Retention Plan for future implementation. 

¶ Physician Services surveys the Spouse after 2 years to see what improvements could be made in the Social 

Mentor Program for future implementation. 

¶ Physician Services follows up with the CEO, and clinic practice manager with an Evaluation Form or 

telephone call to ensure that schedule is being followed. 

 
Year 3 
 

¶ άCheck-Lƴέ .ƛ-monthly meetings with the Physician Mentor or other as assigned. (Physician Services)  

¶ Bi-annual meetings with the Clinic practice manager. 

¶ Social Mentor or physician services calls the Spouse on a bi-ƳƻƴǘƘƭȅ ōŀǎƛǎ ǘƻ άŎƘŜŎƪ ƛƴέΦ 

¶ Annual meeting with the hospital CEO. 

¶ Physician Services surveys the new physician after 3 years to see what improvements could be made in 

the Physician Retention Plan for future implementation. 

¶ Physician Services surveys the Spouse after 3 years to see what improvements could be made in the Social 

Mentor Program for future implementation. 

¶ Physician Services follows up with the CEO, and clinic practice manager via Evaluation Form or telephone 

call to ensure that schedule is being followed. 

 
(Activities vary widelyτthese are suggestions) 
 
5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ά/ƘŜŎƪ-Lƴέ 
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National Rural Health Resource Center Orientation Check -Off List 

 
Name of the Organization 

Orientation Check-Off List 
                                                                                            Date 
 
Provider Name:        Specialty: 
 

Item Complete Comments 
Cafeteria/Food Service   
Coding/Billing Procedures   
Computer In-Service (account/password)   
Employee Handbook   
Employee Physical Form   
Facility Maps   
Fire/Disaster/Safety Policy Procedures   
Hospital Admitting Procedure   
HR Forms   
ID Badge   
Marketing Plan   
Medical Records: 

1. Dictation Procedure/Instruction Card 
2. Delinquent/Supervision Policy 

  

Medical Staff Calendar: 
1. Meetings Attendance 
2. CME Programs 

  

Medical Staff Organization Chart   
Medical Staff Roster   
Medical Staff/Organization Newsletters   
Mission Statement   
Office Equipment In-Service   
Office Keys   
Office Protocols/Procedures   
Other/Ancillary Department Policies & Forms 

1.  
2.  

  

Pager Assignment   
Parking ID Access Card   
Physician Lounge/Call Room/Rest room   
Scope of Practice 
Stationary/Business Cards 

  

Surgery/Procedure Schedule Policy   
Telephone Directory   
Telephone Operation/Voice Message   
Tour of Facilities: 

1. Primary Office 
2. Hospital 
3. Satellite Office 
4. Others 
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Work Schedule/Time Sheet   
Evaluation Form   
Others:   
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National Rural Health Resource Center Orientation and Retention Overview  
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